//)Cardinal Human Resources Job Aid
' HR351 Changing Citizenship Status

Update the Citizenship for an existing employee

This job aid will step you through the process to update an existing employee’s
citizenship value.
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Change Citizenship Value

1. Navigate to the Identification Data page using the following path:

HR351 Changing Citizenship Status

Navigator > Workforce Administration > Personal Information > Citizenship > Identification

Data

The Identification Data Search page displays.

Identification Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

~ Search Criteria

‘ Find an Existing Value

| Empi 0

begins with v I

Name

Last Name

Second Last Name

Alternate Character Name

Middle Name

begins with «

begins with v

begins with «

begins with v

begins with «

Olnclude History [ Correct History [JCase Sensitive
Lirnit the number of results to (up to 300): | 300

| Search I| Clear .Basic Search & Save Search Criteria

2. Enter the applicable Employee ID in the Empl ID field.

3. Click the Search button.
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The Identification Data page displays with the Citizenship/Passport tab displayed by default and the
original selection is documented at row 1.

R

Citizenship/Passport @

*Country [USA Q

Citizenship Status = Alien Temporary

4. Click the Add arow icon.

‘ Citizenship/Passport ‘ Visa/Permit Data H Employee Phato

N e N N WV VNI e

Person ID

Q | 10f1 v

United States Go To Row I + I =

-

W"““\/'\f\./\f\f

5. Click the Citizenship Status dropdown.

6. Select the new status.

et

Citizenship/Passport &

*Country [USA Q

A . L A N i S i I e NS e N VNN e I e I N
Citizenship;s;}sﬂﬁﬁﬂ“‘m” {isa/Permit Data Employee Photo M\A—j\
Person ID
a i« ]
United States Go To Row + -

Citizenship Status = Permanent Resident

~

Passport Information (@

N N N A SR N

Q of1 v View All
*Passport Number + -
Issue Date
Expiration Date [.:1
Country |USA United States
PN
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Save m Return to Search H Notify H Refresh l ‘ Update/Display l Im%

7. Click the Save button to save the action.
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